
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As a busy summer comes to an end, I hope everybody enjoyed their long holiday 
weekend. As usual we have quite a few items to review in this month’s newsletter.  If you 
have any questions please let us know and if there are any specific topics you’d like 
addressed in our next newsletter, please pass them along. 
        

Thank you,  

-Employee Handbook 
-Agency Survey 
-Personnel Security 
-Agency Directed Leave 
-Shift Differential 
-FMLA/In Loco Parentis 
-Savings Bonds 
-AEIC 
-Workers Comp/Paid Leave 
-Payroll Schedules 
-Agency Assignments 
-System Security 
-GSC Training 
-Deferred Comp 
-Phone Listing

Employee Handbook: 
The Employee Handbook has recently been updated. Revisions include the following:  
1.) The charge of a reasonable fee for duplicate employee records requests under the Employee Records and Files 
section,  
2.) Definition revisions and additions in the Glossary,  
3.) Updates to the Internal Mobility, FMLA, Health Insurance (including COBRA and HRA) sections,  
4.) Revision to remove extraordinary circumstance under the Weather, Inclement Policy, and  
5.) Clarification under Blood Leave to specify when and how blood leave can be earned.  
To view this updated handbook in its entirety, please visit our website at: http://personnel.ky.gov/stemp/emphb/ 
 
Agency Survey: 
As mentioned in our previous newsletter, feedback provided through our  Division’s first Customer Service Survey 
(distributed in April) has been put to good use. We recently updated our HR Administrator webpage on the Personnel 
Cabinet’s website to reflect changes you’ve requested: http://personnel.ky.gov/persadmin/hradministrators/hradmin.htm 
On our new page you will notice that we have now dedicated a section to each of our branches (Classification and 
Compensation, Organizational Management, Payroll, and Personnel Administration) and within each section we have 
better-categorized our existing content- while also adding some new. On the first page, we are especially excited about 
our ‘Quick Links” and “FAQs”. The “Quick Links” are links to items that you all told us were most frequently used. They 
have been placed on the first page as a means for quick access, hence the name “Quick Links”. The “FAQs” consist of 
frequently asked questions and answers compiled by Division staff which will be updated monthly. These will be available 
for each branch by the end of September. Finally, additional links have been added on the right-hand side of the screen 
under “Related Content”, per your request. We hope you will be as excited about these changes as we are and that you 
will use the email link at the top of the HRA page (for Stephanie Carpenter) to continue to provide us with comments and 
suggestions as you navigate our site. Please remember that this is YOUR site! The information is there for your use and 
we want to do everything we can to make it meet your needs! 

Personnel Security Reminder and Clarification: 
We are still receiving emails that contain SSN’s. Please remember SSN’s must be safeguarded with encryption software 
such as Entrust. This includes Service Records. Any emails received by our office that are not encrypted will be deleted 
and WILL NOT be responded to. If you do not have encryption software, you may fax these items to: 564-5826. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Agency Directed Leave: 
Effective immediately, prior to an agency allowing an employee to utilize Agency Directed Leave (914) the agency must 
submit the following, in writing (email is acceptable),  to Dinah Bevington, Executive Director, Office of Legal Services and 
Mary Elizabeth Harrod, Director, Division of Employee Management: 

- Justification for requesting Agency Directed Leave (914), 
- Certification that the employee could not work at another location, and 
- The process in which the agency will contact the employee to report to work at the next available time. 

 

Shift Differential:  
Just a reminder that shift and/or weekend premiums are not to be considered part of an employee’s base pay.  These are 
only applicable to hours physically worked by the employee and should not be applied to leave or holiday hours.  If an 
agency is continuing to pay shift and/or weekend premiums on leave or holiday hours, it must cease immediately.  
 
FMLA – In Loco Parentis: 

• On June 22, 2010, the U.S. Department of Labor clarified the definition of "son and daughter" under the Family 
and Medical Leave Act to ensure that an employee who assumes the role of caring for a child receives parental 
rights to Family Medical leave regardless of the legal or biological relationship. The DOL interpretation applies 
to nontraditional families, including unmarried partners and families in the lesbian-gay-bisexual-transgender 
(LGBT) community.  

• It is the Administrator’s interpretation that either day-to-day care or financial support may establish an in loco 
parentis relationship where the employee intends to assume the responsibilities of a parent with regard to a 
child.  In all cases, whether an employee stands in loco parentis to a child will depend on the particular facts. A 
simple statement asserting that the requisite family relationship exists is all that is needed in situations 
such as in loco parentis where there is no legal or biological relationship.  

• As the interpretation makes clear, an uncle who is caring for his young niece and nephew when their single 
parent has been called to active military duty may exercise his right to family leave. Likewise, a grandmother who 
assumes responsibility for her sick grandchild when her own child is debilitated will be able to seek family medical 
leave from her employer. And an employee who intends to share in the parenting of a child with his or her same 
sex partner will be able to exercise the right to FMLA leave to bond with that child. To the contrary, an employee 
who cares for a child while the child’s parents are on vacation would not be considered to be in loco parentis to 
that child. 

For more information on the FMLA and the administrative interpretation, visit the Wage and Hour Division's website, 
http://www.dol.gov/whd, or call the division's toll-free helpline at 866-4US-WAGE (487-9243). You may also contact 
Donna Shelton at (502) 564-6625. 
 
Savings Bonds / Follow-up: 
Following up on the savings bond program information given in the July 2010 Personnel Issues and You newsletter, the 
Personnel Cabinet will be taking the following steps to end the payroll deduction savings bond program: 
 
The last deduction for savings bonds with no carryover will be made in the September 1-15, 2010 payperiod.  Affected 
savings bond deductions will be inactivated after this payperiod. 
For savings bonds that are purchased incrementally and have a carryover amount, deductions will continue until the bond 
is purchased, and then these savings bonds will be inactivated.  In the event an incrementally purchased savings bond is 
not paid in full by the November 1-15, 2010 payperiod, a refund of the amount paid toward the next bond will be given to 
the employee and the deduction then inactivated. 
 
Please remember that no new bonds should be set up.  Information about the end of the payroll deduction savings bond 
program and Treasury Direct can be found in the July 2010 Personnel Issues and You newsletter. 
 
A list of employees with active savings bonds will be distributed to agencies.  An email with information regarding the 
cessation of the savings bond program and information about Treasury Direct will be sent to agency payroll contacts for 
use in drafting correspondence to affected employees.   
For questions regarding the savings bond program, please contact the Payroll Branch. 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Advanced Earned Income Credit Repealed Beginning in 2011: 
The Obama Administration has signed H.R. 1586, the Education, Jobs, and Medicaid Assistance Act (the Act) into law.  
The Act includes a provision that repeals the advanced earned income credit (AEIC) beginning in 2011.   
 
The earned income credit is a tax credit available to low-income employees.  The credit reduces taxes owed and is 
intended to offset living expenses and Social Security taxes.  Eligible employees have been able to claim the entire credit 
on their personal income tax return or, in some cases, to claim the credit in advance through payroll.  Eligible employees 
who elected to claim the credit through payroll did so by filing Form W-5, Earned Income Credit Advance Payment 
Certificate, in accordance with their situation and eligibility, with their payroll office.  The advanced EIC was included in 
the employee’s paycheck and is reported on the Form W-2 as a separate item.   
 
It is important to note that while the Advanced Earned Income Credit (through payroll) will not be available beginning in 
2011, eligible taxpayers may still claim the EIC on their personal income tax return. 
 
In Section 5109 in Joint Committee on Taxation Report JCX-46-10, the Joint Committee on Taxation has noted that 
taxpayers can still receive the nonrefundable portion of the earned income tax credit through payroll after 2010 by 
adjusting their withholding to the extent that they otherwise would have a positive tax liability.  For questions regarding 
this option, taxpayers should consult a professional tax advisor.   
 
At the end of 2010, a report will be generated of all employees in UPPS coded for advanced EIC and distributed to HR 
Administrators to assist agencies in identifying employees claiming advanced EIC.  Affected employees should submit a 
form W-4 to determine withholding when the EIC is discontinued, and payroll officers must set up the new withholding 
information for the employee in the 12/16-31/2010 payroll.   
 
Workers Compensation and the Option to Elect to Use Paid Leave: 
101 KAR 2:140. Workers' Compensation Fund and Program: 
Section 4. Benefits.  
(1)(a) The required medical expense for a service rendered by a hospital or doctor, or for a prescribed medication, shall be paid subject to approval of the 
claim. 
      (b) A percentage of the employee's average weekly wage shall be paid if he is unable to work for an extended period due to a job-related injury or illness. 
      (c)1. Except as provided in subparagraph 2 of this paragraph, compensation shall not be payable for the first seven (7) days of disability. 
      2. If the disability continues over two (2) weeks, compensation shall be allowed from the first day of disability. 
(2) For an absence due to illness or injury for which workers' compensation benefits are received, if the employee elects to accept the workers' 
compensation benefits, accumulated sick leave may be used in order to maintain regular full salary. If paid sick leave is used, workers' compensation pay 
benefits shall be assigned back to the state for whatever period of time an employee received paid sick leave. An employee shall not receive paid sick leave 
and workers' compensation pay for the same period of time. 
 
When an employee sustains an illness or injury for which workers’ compensation pay benefits are received, the employee 
may request to use sick leave or other personal leave if and when sick leave is exhausted, in order to maintain full salary.  
If paid leave is used, the workers’ compensation benefits shall be assigned back to the state for the period of time when 
the employee received paid leave while absent due to a compensable injury or illness .  The employee shall not be 
allowed to utilize paid leave and receive workers’ compensation pay for the same period of time.  
 
If the employee wishes to use sick or other  leave during the period of disability, the employee shall complete and submit 
the “Sick Leave—Workers’ Compensation” form to request use of sick leave (or other paid leave if sick leave is 
exhausted) prior to using paid leave for lost time for which Workers’ Compensation benefits are paid.  The “Sick Leave – 
Workers’ Compensation” form can be found on this webpage: http://personnel.ky.gov/emprel/workerscomp/default.htm. 
 
Compensation is not payable until the 8th day of disability unless the disability continues for more than 2 weeks, at which 
time the first seven days become eligible for compensation.  Therefore, the scheduled workdays that fall within the first 
seven calendar days of disability may not be eligible for compensation under workers’ compensation.  If the employee 
chooses not to use paid leave during the period of disability, allow the employee to go on authorized leave without pay 
status and not use his or her leave time from the first day.  If the period of disability does not exceed 2 weeks and the first 
seven days are not eligible for compensation, retroactively pay the employee for that period and reduce his or her leave 
accordingly. 
 
If the employee elects not to request the use of paid leave during the period of disability, the leave shall be treated as 
authorized leave without pay.  If the employee is eligible for protection under the Family and Medical Leave Act (FMLA), 
the leave shall also be coded as Family and Medical Leave.  At the exhaustion of FMLA (for employees who are eligible 
for FMLA protection), or at the end of 30 days for those employees not eligible for FMLA protection or at the end of the 
FMLA period, the employee shall be placed on P-1 leave without pay.  The employee’s leave will remain on the books.  
This leave will be available when the employee returns to work from P-1 sick leave without pay, or will be paid out in 
accordance with the Classified Leave Administrative Regulations if the employee terminates from P-1 sick leave without 
pay. 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Petitioned Positions: 
Just a reminder, that requests for Petitioned Positions, as outlined in HB 149, are due to Debbie Parido by September 30, 
2010.  Please contact Debbie with any questions. 
 
New Agency Assignments: 
Due to the recent resignation of Cassie House, agency assignments within the Classification and Compensation Branch 
have been re-distributed. Please visit our website at http://personnel.ky.gov/NR/rdonlyres/08C29523-CBA8-4150-9E81-
586E1828AAF5/0/CCStaffAssign.pdf for this new contact information. 
 

Training Available through the Governmental Services Center (GSC): 
Training is a critical part of employee development, providing managers and staff members with the knowledge and skills 
they need for high performance.  GSC offers a full range of training solutions from our catalog of core courses to the 
development of original, fully customized programs. To ensure your training is effective and provides value to both the 
individual participants and the organization, many resources are available. 

• Did you know GSC offers tutorials for Microsoft Office 2007?  
• Did you know GSC offers resources to help you learn Spanish?  
• Did you know GSC offers short, 3-7 minute, videos on a variety of development topics?  
• Did you know GSC offers a monthly publication called The GSC Advantange, with information on customer service, 

business writing and much more?  

If you haven't checked out GSC the website lately, you don't know what you're missing!  
Please share with your employees these human resource development opportunities! 
 

System Security Updates: 
The Organizational Management Branch has completed new policies and procedures for UPPS-CICS, COS and Document 
Direct security.  In the coming weeks, Agency Heads will be receiving this packet of new security documents.  The new 
policies and procedures serve to streamline the security request process and allow for the use of electronic signatures on 
several security forms.  The Personnel Cabinet will be requiring the completion of new Memorandum of Agreement (MOA), 
Agency Security Contact Designation and Agency Security Contact Agreements.  Agency Heads will be asked to designate 
an Agency Security Contact(s) on the Agency Security Contacts(s) Designation/Removal Form to serve as your Agency’s 
liaison to the Personnel Cabinet for security matters.  The new procedures mandate that Agency Security Contacts must be 
employees performing duties in the area of Human Resources Administration.  Agency Security Contact(s) will be required 
to attend training provided by the Personnel Cabinet. (Specific details about this training will be forthcoming in the weeks to 
come)  At the conclusion of the training, the Designated Agency Security Contact(s) will sign the Agency Security Contact 
form.  
 
Thank you in advance for helping to make these changes a success.     
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


